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Good morning, lLadles and Gentlemen

I am very happy to be here today. o
Wﬁﬁﬂﬁ“%

I am grateful to Barl for his generoug lmwhbeddon. I can see by the
Byographic profile tiswhompma prepared on me that you people here in NPIC are

proficlent in meny fields. Today, I have an opportunity to remew old

acquebhteances and make new friends. I have had the pleasure of working STAT
wity " |vwhen he was a key official in OCR and later when he:ﬁ‘d/—tff
% the Office of the DDI. In each instence he had a keen interest in @
Savouike~ywpic--Records Management. If is through | . | STAT
position has been
| [thet & full time Becords Management SRRk established
here in NPIC. _ STAT
od 1= ' Wl
rew Records Management Officer, invited me to come STAT

72 L
and participste with you in this sa;:'jsieef of discussiongtoday owiiiSeeds

Mewgmwees. I am happy to do this. We will share our knowledge of records
menagement with you so that you can help the key officiels in NPIC to develop
tckicr® el
an effective Records Management Program.
~
A good records manager sees beyond the records.to his organize.tion‘a major
programs and goals--he deals with people and programs--not paper shuffling.
Records Msnagement is only one aspect of the total operation of any

orgenization. The important thing 1s to understand the organlzation, its

| your Records Manager, and yow the STAT

people and its goals.
Records Liaison Officers, should strive to help NPIC abttain their goals.

You mist view records management problems as one of NPIC's general operating

problems and approach those problems praguatically and on an individual basis.
Administration is not an end in itself - administration must be subordinate to

the goals of your organization - Every organization, business or government needs <
records management as & part of over-all administration - but - we shouldn't have
records management just for the sake of having it - anymore than a modern computer

185 needed just ag a status sgmbol.
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The need for manpower in technical and scientific fields today 1is
Approved For Release 2005/07/25 : CIA-RDP70-%%L gg,@ﬁgamiﬁm

greater ghan ever before. More chemists, more s, and more engineers
are needed than ever before despite the large number of graduates from our
colleges. And you in NPIC know how difficult it is to f£il1 some of your
technical positions - By the same token, the ratio of support and administrative
personnel is increasing. Despilte the tremendous progress that has been
made in modern technology there is a terrific paperwork burden on personnel
in operational, sclentific and technical functions. One of the worlds top
scientists - Dr. Von Braun, when asked to comment on the progress of exploring
spece, replied, '"We have overcome most of the problems of gravity - and we

v s
will reach the moon - if the paperwork doesn't hold us down. " o

Records have received a lot of attention in the public press recently -
Congressman Olsen of Montana, Chairman of the House sub-committee investi-
gating the reporting requirements on employers, expressed shock at the number
of reports and the amount of paperwork required by business to Turnish data
to Federal Agencies. President Johnson has repeatedly told the Cabinet to
eliminate needless paperwork - In January he declared a moratorium on the
buying of filing cabinets; he has asked us along with all Agencies to implement
his program. Our Agency efforts were most successful. We eliminated
9,485 cu.ft. of records from offices - MEes the equivalent of 1,185 safes.

T am glad to report that DDI offices contrilbuted the highest percentage of

these savings. At| |suggestion it was agreed that NPIC would STAT

conduct a campaign later - This is a coniinuing program.

Now, I'm here today to talk about Records Management. I'll give you some
new terms and some technigues to use - Ifm here to help you and I am also here
with a challenge to you - the Records Management Challenge.. My I have

SLIDE 1  (Comment on Slide)
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THE AGENCY RECORDS MANAGEMENT PROGRAM

b I'm sure most of you recall these words of Rudyerd Kipling: SSLI& 2)

"I keep six honest serving-men,

(They teught me all I knew):

Their names are Whet, and Why and When
AndHow and Where and Who."

5 /, de Today I will cove‘r/

\ Specifically: (SLIDE 3)
~—H4aq

the What, Why, end How of Records Menagement.

What is Records Mesnagement? Why is it needed?

How has our Agency ,Penefi-bted. from Records Msnagement and How you, —the NpIC —

RLO and Key Secretaries,

can use Records Management to asslst top management

in getting its job done easler and chesper.

L

What is records management?

It is & specialized profession concerned with problems and practices relating

to -
RECORDS CREATION
~ RECORDS MAINTENANCE

RECORDS DISPOSITION -

Baslically records manegement 1s an economy program; it is an integral part

of President Johnson 8

/,{?f& .

Z
gement imp ovement program. B el AT

/7 of e e st amyz’ﬂﬂ 2

Records Management

(s

and Records Disposition.

was originally conceived. in terms of records Retention

This negative approach of the elimination or the

destruction of records has been the treditional concept of the term “records

management;" also since records management is involved in the systematic

arrangement and keeping

associated with "filing".

of papers, the term "records management” is immediately

Tn recent years, however, both industry and govern-

ment heve adopted the terms "papervork” and "paperwork mansgement” to broaden

the concept of records menagement. -In addition, the products you are primarily

concerned with - photographs - are included in our terms of paperwork and

records mesnsgement.

. Approved For Release 2005/07/25 :.CIA-RDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT FPROGRAM

To develop an understanding of Recprds Management, let's draw an

analogy e g orend B sdind 2 borste i o dine ffé/ Z#"»ﬁ-v h 708

The weter in our rivers is essential. But at times these waters
have gone out of control; the rivers have overflowed their banks; waste

and destruction have resulted. We certainly have seen evidence of this

A2 o
PEES B L B M

recently in Iowa, Indlana and Other ststes.
r F ;’f,:.

fff»**m;’%%g‘fw

Paperwork is also essentlal. in&eeérit is A'bhe 1ife blood of our Agency.

=

J
But paperwork too, if it remains uncontrolled, can become a westeful,

-ynmansgeeble torrent.

Civil engineers have, out of necessity, developed flood control programs.
Management engineers, equally out of necessity, have designed a paperwork

control program; we. call it Records Management. ‘SLIDE B v~
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THE @GENCY RECORDS MANAGEMENT PROGRAM

according to certain sgtandards and tested practives. You might look

upon this approacH as the integration into a going p ?I: of all the

elements nee to manage paperwork from its creation to Mits cremation.

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM

Let's look at the elements that go into the building of a paperwork

flood control project. (SLIDE 5)v//
SRRy

To manage paperwork at its source = Creation ~ we direct our attention

to forms, reports and correspondence. While different standards and

approaches are applied to managing each of dhese record making elements

they have these common goals: a4$
M ,7-(, P
First Improve the quality of k - a racy no gobblegook ¢4u
derrrefion. Aosed - "};"&: - 4] EXCtd e 4‘:«}» )
Second Elimi a prevent unne esary pa rwork, and. mo- extra#tﬁ&&es)
/424- ,4(,41« vl Aocetsniacds
Third Reduce the cost of ¢ ating paperwork - By the-way—=

Fere x&o& 2 MMM :
Does anyone here want to guess how muach 1t costs to create

one safe full of records?

$16 ’ 666 ¢ -
Safe 538.
Space 32.

~ Lebor  16,000.

Pgper &
Folders .
$16,
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THE AGENCY RECORDS MANAGEMENT PROGRAM

To manage the keeping and use of records (SLIDE é! our program

covers.:

Filing supplies and equipment - aﬂ fog, Pefes m«Z‘?»,y?ﬁ A -

File systemg — szff- /wwuﬂwﬂw w;/‘» ,,{';a - /Mc@é G/

e f%{,"f»wat 72y 0(0 o .
R L - rerely (Bredeiere -
Document controi i tep e /‘

Vital Records  — MA,QM?M,/’ Sy A J %3

use of these elements will:

Reduce costs for supplies, equipment, and office space.
Increase filing and finding efficlency
Expedite the processing and location of documents s and

Ensure continued agency operations in the event of a disaster. — 6”,’, ol s /

y-»fvf//# /(ﬂf"d”"hf Q:f«?,f/.(‘.’,pr

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM
' Do manage the disposition of records (SLIDE 7) our program ingludes:
R —
1. Active Records Conbrol Schedules on all records, and
2. The use of our Archives and Records Center facili'bies.
- .

By, "iwiitee, Records Control Schedulem az‘m:F:-t, approved 27t @xle
oued 5"6@(4»4 E—n. —— 7 J
M&vem of records holdings - a—schedule—wirteh provides

P~

the legal suthority to destroy records, or to retire them to biée Archives
and Records Cemter. _(SLIDES) FTh Hera——ﬁcme"—*mwm

Wﬁ g béfﬁg"’é‘ppﬁ‘éﬂ“tbnttmwaly. T % :EJ‘% %"’?"é’e

The Records Control Schedule therefore, is the key to records dis-

posiﬁon, which LieWEmr will: (SLIDE 9) 1/

1. Save Office Space --- by removing from our offices those records

no longer needed in daily operations.

2. Save reference and filing time =--- by separating inactive records

from active material.

3. Bave filing equipment costs --- by preventing the purchage of

additional equipment or by releasing equipment for use in other
conmponenta, and

4, ZIdentify permanently valusble records --- those records of

archivel value to the Agency.

-Tn NPIC a Records Control Schedule has never been done. STAT

will develope these schedules with you as socn as the inventories are completed.

6
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THE AGENCY RECORDS MANAGEMENT PROGRAM

This, briefly, is Records Management. To summarize a monent, let's
get back to the dem. (SLIDE 10) )/

These, therefore, are the basic elements of papervork that should be
covered if a Records Management Program is to be effective .- Forms, Reports,
Correspondence, Filing Systems, Equlpment, Filing Supplies, Vital Records -
Records Disposition - Archives and Records Center. The absence of any
segment of the pgperwork dem will result in dollar leaks as assuredly as
a hole in the bottom of the Ewswer-bem would drain Wﬁ% Otere e m}‘fﬁ’? '
Sometimes I am asked, "Where should we start in eatsblishing a Records
Menagement Program?" Actuslly, it makes no difference - one element is as
important as anothér. It's like drawing a circle - every part is dependent

upon the other to make a complete circle.

_ In NPIC your top management wents an inventory and Records Control

‘-*Schedlile_cmmhm first. This is fine and a logicsl way to start. In
| STAT

due t.im,\-bhe other elements of records msnagement will be undertaken.

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1



THE AGENCY RECORDS MANAGEMENT PROGRAM

L e
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5 ;

\A WHY DO WE NEED RECORDS MANAGEMENT?

-

-

e have two reasons Ler—aRecesde-Mawergememt—Peegwem - a legal

one and a moral one.

The legal one stems from & history of attempts by the Federal Govern-
ment at records management dating back to the late 1800's. Prior to World
War I, four separate congressional commlttees: the Dockery, thg Keep, the
Cockrell, and the Taft attacked the mounting records problem. Some of

s R —. )
their recommendations ase—eemmensioocewrosiyr——drey concerned the use of
typewriters and carbon paper, subject and decimal filing, and the disposal

of uselegs files.

Unfortunately, these early commissions brought about only transitory
results. !World War I, the public support years during the depression,
and World War II, increased Federal records holding to a peint that de-

manded drastic action.

The military services took the leads— Of-lesez, the Navy Department
made the greatest strides. The Navy plan brought all of the gélements of

records management, weessibs, rccord making, record kecping, and records
Nt —

disposition withjin the scope of a coordinated program. This concept
DAl
is s >d today 4 e at Industry,

state and municipal Governments iareert—fotioviag-trhi-eonespie560. —He

TN
adnag %%Z?E?our 50 statesﬁwith well organized programs and such large

concerns aihyhion Carbide - Bethlehem Stecl and Ford Motor Co. follow¥is

the Navy pattern.

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM

Navy's accomplishments really lead to the recommendations of the
First Hoover Commission in 1949,; which in turn brought about enactment

by Congress of the Federal Records Act of 1950.

The Federal Records Act is CIA's legal authority for a Records

Management Program. The Act 1s also our legal obligation; our General

Counsel, in October 1950, rendered the opinion that the Agency should

comply with the Federal Records Act to the fullest extent possible.

(SLIDE 11) / f

The Federal Records Act, therefore, together with the General

Counsel's opinion, and the Agency Records Management Regulation,

form the foundation for our Records Management Program.

Approved For Release 2005/07/25 : CIAZRDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM

, - medaenl
Managemams. Our moral obligation, and the obligation of each Gewerament

Agency, was brought forcefully home in 1954 when the Second Hoover Commission
reported that each year the Government spends %LL billion to handle 25 billion

pieces of paper, and that $225 million dollars of this amount could be saved

by greater emphasis on paperwvork ew.m,a:mg,fmﬁ‘ﬁ%;m.&%@”ﬁf‘

But what about ourcelves. Do we fit into the plcture drawn by the

Hoover Commission? Most emphatically: 'Yes, we do!"

-

There are some, however, who may think otherwise, who feel that CIA
Gtey
is different, and that e records problems can't be compared with those

of other agencies / Thif KInd of statement is sometimes offered with Tie

M“’V‘é‘“ﬁa&u“m our. backs on the problem.

Qﬂ&@ﬁﬁ .
To—the&e_geaplo,%:s&y, Wo are different. And this difference makes

records management even more appropriate to CIA than it is to meny other

agencies.

Approved For Release 2005/07/25 1€IA-RDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT FROGRAM

Our security measures and the neture of intelligence activitles generate

paperwork which wuld be consldered sbnormel in other agencies. Morewver,
ve must retaln our records for long, gometimes undetermined, periods if we

are to carry out our intelligence mlisglon.

Look at the effect shat this has had on records volume. (siide 12!

Since 1954 our records volume in offices has increesed from 85,711 cu. f'b(/ 107/

(EXPLAIN A CU. FT.) to 155,471 in 1962 and to 193,274 cu. £t. in 196k

(SLIDE 13)/ During this ae.meéaﬁten ar period however, due to increased records

2EwsAT 300 000
managenent activity we removed/\w cu. £t. from office space - the
Fé& S0 .
equivalent oi)\w ssfes requiraing almost 300,000 sqa. £t. of space; ab
today's prices the safas would cost over 19% million dollar§and I don't

know vwhere we would find space for them - even if we could buy them.

Cheocl

But the Agency is stlll creating each year some 200 million pages of

record materiel (SLIDE 1h) ’/

No wonder Mr. Kirkpatrick, The Executive Director, is quoted as
saying. "There are times when I think our greatest impact on the Russisns

would be to bundle up most of our paper and d@rop it on them.”

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
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xiL/Avdiail

On the basis of this data, T thinét%qu-n agree that the overall need
for records management 1s great. Let's take a few moments, then, to examine
this need according to the main elements of records mavagement. E%yé%%'s

see first what hes been done, and then what needs to be done.

Let's start with forms - (SLIDE 15) 1In 19542 655 forms were under
control. Since then we have developed 3,623 new forms. Simple addition
would give you an in&entory today of h,éTB forms. However, there were
25499 forms under control om—dune 30, l96h? Theﬁéiégg-forms not included

in today's inventory are the ones eliminated through forms analysis.

This i1s forms wanagement in action, not in theorye—d&_continuous cost-
reduction effort, aimed at putting well-designed, efficient-to-use forms
in the hands of our people while seeing to 1t that unnecessary forms are

avolded or eliminated.

As we have increased our forms analysils activity, the average annual

usage per form has decreased. Prior to 1955 the average annual usage per

form was over 19,000 coples. Since then, with more forms being brought
13,000

under conbtrol, the aﬁnual usage per form has averaged

copies. This reduction repﬁisents the avoidance of printing, handling,
et B3

and stocking over 25 miliion forms ‘or the current year. This is equivalent
l\

to 1,565 safes costing over $882,000.

Approved For Release 2005/07/25 : Cl&-RDP70-00211R000500050018-1
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But let's look at the other slde of the pieture.

The big job still to be done in forms management is the staggering
task of rounding up and analyzing the thousands of "bootleg" forms that
the do-it-yourself addicts have developed. We estimate that there are at

least 20,000 of these. (InEBE=2®) We hope to reduce this large volume
Ape——————

by greater emphasis at the operating level.

To do this we are making surveys in operating offices and training more

STAT people. e survey in ORR just before he came here and eliminated

/2
STAT _R 7. bootieg forms,candd o timimmred—r A Tr00m,

We are holding Forms Workshops for Agency Records Officers » to show

them how they can improve forms and bheir related procedures. In addition,

STAT
STAT :lrecently completed an Agency Forms Management Handbook for—ms which

[

will be a guide line for you and other Agency Records Officers hemsme.
) ” ] P
~ 4&7}%}&?‘%«%%@5- W@ﬁfﬁ%gtw,&;@ v Pla na et adT 2y,

jég/e The real profit however > In an active forms management program is in

developing efficient and effective procedures which stem from the use of the
form. Industry and Govermment estimste that the processing, filing, storing
and other handling of forms amounts to 20 +times printing costs. ILast year
our operating procedures cost almost 5 millidn dollars. $So on this basis

we will call Forms our Challenge Noll in the Records Management program.

13
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Next is Reports Management

- and here is an area that frankly we have

not exploited fully - but some progress has been made.

(SLIDE 112

In 1956, with the help of Operating Offices, we inventoried and

analyzed all the reports in the DD/S and DD/I areas. We dlscovered these

interesting things:

First

Second

Third

Fourth

STAT

The survey pointed out that if reports management is to
continue successfully as a paperwork control technique,
it must be applied to every administrative reporting

g o~

Bttt R
requirement in every cemp ad—ix

v,g'

1k
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THE AGENCY RECORDS MANAGEMENT PROGRAM

This is a big order, and we've never had the manpower for a program
of such scope. Bub we need to get busy because the extensive use of
computers and other automatic data processing equipment makes it easier
and easier to produce more reports and create more preper. We estimate
that at least 12 million pieces of paper were created in the Agency last
year by reports. I believe this is conservative - particularly when I
realize that a computer can produce 100 cu.ft. of paper per day as contrasted

to 1 inch per day by typewriter. So reports are probably Challenge No. 2

(SLIDE 18)
B )

Approved For Release 2005/07/25 : CIZRDP70-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM

-~ The third 2 ment in the management of record making is Correspondence
/, ;
Managemen ;}\\ = Tncludes letters, memos, dispatches, cables and almost

any written communication. (se2TR—19)

In this field, too, we have made encouraging progress. A revised
manual on correspondence style and procedures was published in the hand-

STAT book series in 1954. This was recently revised and we recaads gave[:::::]

STAT s, copy for Mr. Lund.ahl s Secretary, to use in preparing
STAT

an.internsl issuance.. is in procesghnfmfinalizingmthdsmhand

beck-nev.

We've discovered that pride of authorship plays such an important
role in the correspondence field, that the friendly persuasion approach
.brdduces betfer‘results than regulations. So we have promoted such

_ practives as:

1. The use of buck slips, telephone calls, personal contacts,

. concurrences and approvals on basic correspondence, and other
‘means to eliminate the need for correspondence.

2, The elimination of nonessential copies.

3. The use of form letters and pattern paragraphs to handle

routine repetitxve-type correspo enciihwﬂ/?ﬁfkﬁy‘

. The use of letter- ex/$o 81mp11fy the typists job of writing

carbomps and to elimlnate the security hazard storing and

reusing caxbon.

STAT = : lrill give you some specific case studies this afterncon
£5. illustrate these points. Obviously, these are practices that can't
'’ be regulated. So we have promoted them by publicizing and making avail-

able boppedved ForRaRise 20050725 2o -R¥P76-00211R000500050018-1
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THE AGENCY RECORDS MANAGEMENT PROGRAM

Turning now to what's to be done in Correspondence Management,

(SLIDE 20) we f£ind that our fubure program will be mainly a continuation
_W

of past activity, with greater emphasis in some areas. And here we have

another challenge - the Volume of Correspondence - at least 8 million
pieces of paper each year at a cost of 19 million dollars. This is

another area where you can help to reduce operating costs. Let's call

correspondence, Challenge No. 3.

7
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Let's move along now. It has been sald that a records management
program that does not control the utilization of filing supplies and

equipment is doomed to failure. I bediese-dids. (SLIDE 21)

Consider for a moment what the Agency situation would be today if
the conditions of about 1952 had been continued. (SLIDE 22) At that
time 54 types of folders were béing purchased by the Agency. Today we

stock only nine types. geventeen tppes of safes were being stocked in

1952 now we carry only six. - STAT
,ﬁmw%m.J&M:ﬁ@m@ﬁ&fmﬂm ~f§m¢v&guc@¢m ot AL bl
Also, in the early days of the Program, poor or little use was being

made of specilalized files. Today, with more experience in this field,
(SLIDE 23} we advise offices on the advantages and disadvantages of using
the many types of mechanized files, as well as the }-ecent substitute for .
filing cabinets---open shelf filing equipmen’c.‘,:(OCR Graphics Régistry)
Our recommendations for shelf filing alone have paid dividends of over

$400,000 in equipment and space savings. @teel tprnrs r‘-vgﬁtw;@w AL M;Z"";
§2¢mﬁ;fﬁ¢££¢&£q%§{fﬁﬁéfﬁ /¢{§ﬁ€%2§%ﬁ&4¢§}wczigaégﬁﬁ PR £8sSTAT
¢ '

2
s
We are also controlling and reusing excess and surplus file equip- ﬁ"
AAEF

ment by reviewing all requisitions to see if gny of our surplus can be '
Z!@ﬁ,«m& “?ﬂ?f’%;ﬂ:ﬁ%ﬁmﬁ“ﬁﬂ“mﬁﬁﬂ'%ﬁw .
used "as is" or by modification beiems ,re—buy-—enythin We saved about STAT

$150,000 for the Agency last year by better control in this area. Now

we have the support and assistance of President Johnson.

Our Investment in Filing equipment of all kinds is well over
4 mitdion dollars. The President challenges us not to exceed this

investment! This is a real challenge - Challenge No. L.
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The establishment of uniform fildng systems and a file classification
plan for administrative files also has paid off handsomely. (SLIDE 2k )
By providing a basic guide, the Agency Handbook for Subject Filing, and
by working with various offices, we have promoted the conversion of over

250 files to the improved uniform system for support records. I believe

some of you here are familiar with this gystem. fua?d2&ézgkébﬁ "?:%fiaﬂdé ﬁﬁh/
a2 d ;,;g,ﬁ ,@g@.@ﬁﬁ\é«ﬂ 0 — ﬂ&jM,ﬂf& e Wa{iﬂﬂ’ ‘

giffiltaneously with improving their filing systems, many offices
have also given their document control procedures a new look. (SLIDE 222
The cumbersome log book has been replaced by & modern 3"x5" ticket system.
The system begins at a registry where at one writing the registry clerk
makes enough tickets to provide copies for her needs, as well as for the

logging and cross-referencing needs of each subordinate control point.

19
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(swoe 26)

A Essential to the continvation of every office in the event of an
emergency are the vital vecords being set aside, protected, and kept up-
to-date. This program has shown steady improvement in the quality and
currency of collections on deposit, and in the operations of the Vital
Records repository. Our key to keeping this program active is a Vital
Records Deposit Schedule (SLIDE 27) and a certification by the Principsl
Operating Official (—S_E]]EI__@_@_ You’ha.’sfé' =N Vi‘taI”R'é’é?)‘rﬁ— Trﬁgmm

oI At 2.9

STAT | [wrill be dlscussing el w:Lth you later.

20
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Well, so much for what's been done in managing record keeping. Whet

about the job ahead.

Our review of requirements for filing supplies and equipment must
be continued to prevent the purchase of equipment which cannot be Justified
and we must coordinate the agency-wide use of all filing equipment to conform

to President Johnson's management improvement program.

Here is an illustration of how a well coordinated Agency-wide Program
for Utilizetion of Filing Equipment operates and saves money - The Documents
Division of OCR requested a super elevator file for storing Punch Cards vt i o
cost, 348" 3 IO

The requisition ‘and the justification came to us for approval. A few
days before this requisiticn came to us the Natlonal Archives and Records
Service of GGA had notified us of the availability of the same type of

equipment which could be obtained without cost from TIME Magazine in Chicago.

W verified that the equipment was STAT

in good working order. In the meantime, NPIC and the Office of Security
developed needs for the same type of equipment - So we cbtained 12 of these
speclal Card Files for the cost of transportation alone--$1,048.94 and

/g( saved the Agency about L1 thousand dollars.

-~ STAT
&vﬂg« M? tﬁpf' wcwuzm Fued’ [fﬁf 4{’4”«;&@ J{,ﬁ/ﬂfﬁ/{g #:.af—p :

asr l/{Sf’v{; " /MJg”j L1 f(ﬁi—fr
*;wg/ Al ka&faC? C &/ﬁf £ wﬂéﬁﬁﬂ*w‘f es
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THE AGENCY RECORDS MANAGEMENT PROGRAM

Now let's get on to records disposition. This element of Records -
Management is concerned with the systematic elimination of inactive records
from offices by destruction or removal to our Archivee and Records Center

for later destruction or preservation.

Earlier, I mentioned that the volume of records in headquarters has

continued to rise; however, from 1960 o 1963 we hed a significant decline -

while we are pleased with these results for three consecutive years, I am

not_pleased with the increase of 30,000 cu. £t. in FY 196k. This is not due

1o lack of records disposition activity - as a matter of fact, the records

removed from office space im 1964 increased by 6,517 cu. ft., about 16% over
STAT

1963. The increase in holdings at headquarters is due to several factors -

L

Second - a significeht change in paper collected by OCR for over all Agency
needs; Third - effect of computers and Fourth - the use of quick copying

equipment. (Describe need to hold paper because ADP programs are not complete ).

Bince inception of the Agency Records Disposition Progrem in 1952, almost

300 thousand cu. ft. of Iinactive records have been removed from headquarters

STAT
offices - We estimate that the monetary

benefit from our Records Dispositlion Program from 1951 to date is almost

9 million dollars. (SLIDE 29)
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We feel that this is a pretty impressive decord, and that all who have
contiibuted should be justly proud. But before we get too self-assured,
let's Rook at the problem shead. we mist head off the continued growth
of records - we camnot tolerate the continued increase similar to what
vwe had last year - we simply don't have the space. And President Johnson

says we cannot buy any more correspondence csbinets.

The space problem is Just one result of having too many records.
There are slso the inereased personnel and equipment costs incidental to
meintaining a hoard of psper, and even more serious, the detrimental,

bogging down effect this mass can have on our operations.(E?thasize‘B

With records disposition I have covered the need for records mansge-
ment through the full cycle of paperwork. Now I want to ask you a question
but as a refresher to help you answer 1t, let's flash back to our paperwork

control dam. (SLIDE 30)

Ie the records msnsgement Program in your offices an effective one in
terms of meeting the need for controlling the full cycle of paperwork? Or -

Are there any dollar leaks in your peperwork dam?

If our discussion has pointed out any weaknesses in your records mansage-
ment program, then our time has been well spent. But to stop here after
pointing out & problem and not offering a solution would be poor business.

So let's probe the last point I will cover: How can you help to carry out an

e ——
effective records management programfforﬁNPEG?

23

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1



Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1

THE AGENCY RECORDS MANAGEMENT PROGRAM

T think our spproach should be based on a premise developed by
Mr. Robert Schiff, of the Netlonal Records Management Council. He said:
"The Records menagement force should be as effective as the forces organized

1o produce paperwork.”

T would also add another premise on wvhich to base our approach.
"opfices responsible for creating paperwork should shere equally in

controlling it."

If you will accept these two premises, I think you'll agree that

they place upon each Operating Office a direct responsibility to carry

" out an effective Records Mensgement Program end as the first premise

implies, an effective program will depend on an effective records managment

force.

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
2k



STAT

Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050018-1
THE AGENCY RECORDS MANAGEMENT PROGRAM

T'm not sure of Mr. Schiff's definition of & records mansgement force,
but I would interpret it to be the entire organized effort in an office to

manage its paperwork.
3 L !
RPN P A ﬁﬂﬂéw%”w

You are-an inﬁgi'tant part of-the NPIC orgzﬁzed efforts to carry out
an effective records mansgement program. Here is how you can meke this effort

successful -

First Get top management's backing by direction and actions (Office
' Memo - Staff Meeting)
Second ' Develop the temperament of the people in your office towerds

records menagement. Establish a climete of acceptance in
gt
which records management woulé thrive.

Third Develop your talent for records management. see] | STAT

Fbguhg;p;propriate trailning. Attend

eppropriate Work Shops and meetings. Read appropriate
books asnd periodicals.
Fourth Time. Convince your boss that you need gsufficient time
to do a crediteble job.
Fifth Strengthen the ties between you and the operating people.
Tet them know where and how they can get help from you.
Sixth let your boss know sbout your plans, your problems, and
Seventh Report your progress O your boss. Tell him what you are

doing - how much paper eliminated, etc.

25
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President Johnson told his cabinet recantly: "Cut out excessive

paperwork because it breeds overstaffing."

"Tn Short," the President said, "I want you to glve as much attention
to management as you do to your program.’
The-DBI_wants_you-to-do -this.and-se-does. Mr, Tundahl. Isn't this
K
the best mandate you can have to help NPIC.successfully mzet the Challenge

of Records Management?

(SLIDE 31) E A’/ / |

Fwee Qfﬁr“&: - /9[6?/1‘.,/5};:,;,)/5‘ ~ Qu esreigns
Thank You — /& N :
Any~Questiens

Approved For Release 2005/07/25 : CIA-I%DP70-00211R000500050018-1
2



STAT : Approved For
Forme Management

7125 : CIA
2 ‘ Cjé\ RDP79~0(3}W wfwomm

"2t g e M”ﬂ* pe (/ !;%

~~ Today-we-start—our-dlscussion of each-elememt-tHET Ve TOENTIT ted - :«f‘:}'
A
¥y _ - PEPETTTR CONETOL - program. %;'*“’ "
e & ‘%ﬁiﬁtm;@
Yesterday; I told you that we needed to control and elimingte the %‘w
bootleg forms and that we proposed 1o do this by training more people
to assist us and by doing surveys and audits.
STAT is hﬂe%g to tell you sbout Forms Management
generally and specifically sbout how we have trained Agency personnel in
STAT forms menagement techniques. abreri
Wmmmﬂaﬁwwmm STAT
-
-’
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Correspondence Management

Our next element in the Paperwork Control Program ig Correspondence
Manesgement. Since Correspondence and Mail Management are closely gssociated
we will cover Mail too--however, we are concerned primerily sbout procedures

in both Mail and Correspondence awmgmmf&vmawth

the-Agency-Courier.and. Mesaenger- syatemu»dsl:seawierd .
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Filing, Systems, Equipment and Supplies

Dur investment in Agency filing equipment is over four million

dollars. President Johnson does not want us to exceed this sum. We have

some techniques that may help the Agency and 18 here to tell STAT

you about them. We

e-Medical Staff
tense-them-in-a-Case-Study -on £iling equipment and we.will let you see

thig.equitient in use #t the conclusion of[ |eresentation. STAT
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Records Disposition

v/
s In meking our presentation on Records Disposition we are going to
use s panel type technique of 3 persons.
) Actually there are 3 phases to Records Disposition -
a. the préparation of schedules
b. -+the spplication and use of schedules, and
¢. the houseing of inactive or archlvel records in the Center in
accordance with instructions in the schedules.
STAT of my Staff will tell you about the preparation of
schedulesl he will be followed by Area Records Officer STAT
| ORR who will describe the application and use of schedules and then
STAT . whom some of you have met will tell you about STAT
Records Center Operetions.
V’j

.
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